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REQUEST FOR A PROPOSAL FOR HR SERVICES
You are invited by the Academy of Medical Royal Colleges (the ‘Academy’) to submit a proposal for the provision of services detailed in the attached documentation. Your proposal must be received by Friday, 6th December via the support@aomrc.org.uk email account. It is the responsibility of all Prospective Suppliers to ensure that their proposal is received no later than the appointed time. The Academy may undertake not to consider proposals received after that time.
We have included our draft contract which we expect to form the basis for contract negotiations. Your proposal will form part of the terms and conditions for the provision of services which will apply once we have agreed a contract with you. 
Following the evaluation process, the intention is to arrive at a short list of the top ranked Prospective Suppliers (three to five in number), for the presentation stage. This will take the form of a presentation and interview on Thursday, 19th December with the Academy evaluation panel. This meeting will provide the panel with the opportunity to address any unclear aspects of the Prospective Supplier’s response.
The Academy reserves the right to moderate scores in-line with clarification responses and the presentation stage. The Academy is not a contracting authority for the purposes of EU public procurement regime as implemented by the Public Contracts Regulations 2015 (as amended).
Yours faithfully,

The Project Management Office
Academy of Medical Royal Colleges
10 Dallington Street
London EC1V 0DB
support@aomrc.org.uk
www.aomrc.org.uk




[bookmark: _Toc24631682]About the Academy of Medical Royal Colleges 

The Academy is the membership body for medical royal colleges and faculties (the ‘Members’) in the UK. As such we seek to be clearly recognised by all key stakeholders as the leading voice of the medical profession across the UK on cross-specialty matters relating to education, training and improving healthcare for patients. This means:
Coordinating the views of the Members on cross-speciality issues and
Representing those views to either the key external stakeholders or to Members to support their own work.
More information about the Academy can be found at www.aomrc.org.uk.
The Academy has a small staff of 12 directly employed staff at its office in Farringdon, London. The Academy also has clinical staff seconded from the NHS working on projects at times.
Responsibility for the governance of the Academy, including all HR and workforce issues, rests with the Board of Trustees which comprises a mix of independently appointed members and members from the Academy’s Council of member organisations. The Chair of the Board is Mr Charles Winstanley.
As a small organisation, key support services such as finance, HR and IT are provided by external organisations.
[bookmark: _Toc24631683]Introduction

[bookmark: _Hlk24538769]The Academy is looking for an HR provider to:
· Provide strategic advice to the Board on workforce, HR or organisational change issues as required
· Provide operational advice, direct support and information to the Chief Executive on HR issues 
· Provide confidential advice on request to individual members of staff on employment issues

[bookmark: _Toc24631684]Award and contract

The service will be provided at the pricing set down within the pricing schedule in the final agreed  contract.
The scope of this contract is for an initial one (1) year contract. Upon completion of the initial first year, the Academy may (subject to satisfactory performance and agreement) expand the contract length for an additional two years. Prices for additional years may rise in line with RPI as published in April of each year.
There will be review points at key and agreed milestones of the contract to review progress and plan future work and depending on positive outcomes from these then the chosen provider will be assured of this work, should it be decided as necessary by the Academy.
The contract will cover any license fees, dispute resolution mechanisms, intellectual property (IP) rights, change control process, step-In rights, liability, performance, and implementation. The draft contract can be found below:


We do not expect that The Transfer of Undertakings (Protection of Employment) Regulations 2006 (“TUPE”) will impact on this contract but we may request employee liability information before the contract end date and that any contract may contain a warranty as to the accuracy of any employee information provided.
The Academy is not bound to accept the lowest priced or any proposal and shall not be bound to accept the supplier as sole supplier. For the avoidance of doubt, the Academy reserves the right to award this contract in part, in parts, as a whole or not at all should circumstances be deemed necessary unless the Prospective Supplier expressly stipulates otherwise on the response.
Prices quoted shall remain firm for the duration of the contract. Value Added Tax (VAT) should be shown separately and the VAT registration number given.
[bookmark: _Toc24631685]Proposed procurement timetable 

	Activity
	Estimated start
	Estimated finish

	Request for proposal (RFP) window
	15/11/2019
	06/12/2019

	Evaluate proposals and shortlisting
	09/12/2019
	13/12/2019

	Supplier presentations
	19/12/2019
	19/12/2019

	Contract award and finalisation
	20/12/2019
	10/01/2020

	Contract implementation starts
	13/01/2020
	



[bookmark: _Toc24631686]Specific requirements and scope

	Theme
	Topic

	HR
	Organisational strategy

	HR
	Administration

	HR
	Advice

	HR
	Employee relations

	HR
	Employment policy documentation

	HR
	Equality and diversity

	HR
	Grievance

	HR
	HR projects

	HR
	Maternity/paternity

	HR
	Mediation

	HR
	Policy and procedure design

	HR
	Professional HR advice

	HR
	Support on panels

	HR
	Staff development and training

	HR
	Termination of employment

	Occupational health
	Occupational health

	Payroll
	Terms and conditions

	Recruitment
	Advertising

	Recruitment
	Agency for temporary staff

	Recruitment
	Recruitment administration

	Recruitment
	Recruitment and selection

	Recruitment
	Recruitment Interviews


[bookmark: _Toc24631687]
Out of scope

	Theme
	Topic

	HR
	CPD administration

	HR
	Health and safety

	HR
	Pensions

	HR
	Project support

	HR
	Sharing senior posts

	HR
	Sickness procedures

	HR
	Staff database

	HR
	Staff MIS

	HR
	Systems management and reporting

	HR
	Training in HR practice

	Occupational health
	Wellbeing initiatives

	Payroll
	Payroll and benefits

	Payroll
	Payroll services including pension advice

	Recruitment
	DBS checks

	Recruitment
	Temp Solutions



[bookmark: _Toc24631688]Account implementation and management

For successful implementation of the solution and service, the Academy requires a named contact responsible for managing the contract who will be required to attend regular review meetings. There may be a requirement for other meetings on an ad hoc basis.
[bookmark: _Toc24631689]Format and assessment of proposals

Please ensure that information provided as part of its response is succinct and of sufficient quality and detail so that an informed assessment of it can be made. Where word limits are expected, these are stated in relevant sections.
Do not submit any additional supporting documentation with your RFP response except where specifically requested to do so as part of this RFP. Adobe PDF, Word, Project and Excel formats can be used for any additional supporting documentation.
All attachments/supporting documentation should be provided separately to your main tender response and clearly labelled to make it clear as to which part of your tender response it relates.
Responses from Prospective Suppliers will be assessed to determine the most economically advantageous proposal using the following criteria and weightings and will be assessed on your response submitted and (if applicable) other aspects i.e. presentations
[bookmark: _Toc24631690]Overall response
Please submit an overall statement (maximum 1,000 words) which concisely brings together all of the key points made throughout the detailed proposal documentation. This should include support start-up and closure (including provisions for handover of key records in a suitable format for future use as well as compliance with The Data Protection Act 1988 and GDPR) as well as timescales for response for support.
Please also provide a breakdown and details of the proposed roles and responsibilities and proposed staffing (including summary CVs of key staff). It is expected that key staffing will remain for the duration of the initial project term. This should also include levels/types of support offered (such as telephone support, call out, hours of operation etc.).
[bookmark: _Toc24631691]Response to specific requirements
For each of the specific requirements, a documented response of not more than 500 words each is required. Each will contribute to overall scoring.
Please submit your responses using the embedded spreadsheet as this will be included in the evaluation.


[bookmark: _Toc24631692]Pricing response and assumptions
Given the largely ad hoc nature of work indicated in the Specification, the Academy would like a “pay as you go” charging model per activity type. In the last financial year, as an example, the Academy used 20 days of general HR advice and support in addition to 15 days for organisational reviews.
Please submit your proposed pricing using the embedded spreadsheet as this will be included in the pricing evaluation.


Note: Reasonable travel expenses will be reimbursed but your proposed expense policy must be submitted, and this will form part of the contract.
[bookmark: _Toc24631693]Additional information
Prospective Suppliers are also required to complete a number of additional ‘For Information’ questions below as part of the response (see the Organisational information and experience and Company information sections).
We have kept this to a minimum and whilst these questions are not scored, they allow the Academy to gather information about the Prospective Supplier. Any Prospective Supplier may be excluded from the process at any stage if any of those representations are found to be untrue, misleading or are materially inaccurate.
Prospective Suppliers are required to complete a number of ‘Pass/fail’ questions as part of their response. These questions ensure that the Academy’s minimum requirements are met by Prospective Suppliers. Any response deemed a fail on these questions may result in the supplier’s response not being evaluated further.
The Academy shall have the right to disqualify your Proposal if you fail to complete the relevant parts (in full or part) as required by this document. The Academy shall also have the right to disqualify your proposal at any stage in the process if it becomes aware of any omission or misrepresentation in your response to any question.
[bookmark: _Toc24631694]Scoring

	Section
	Potential of total score

	Technical merit and presentation
	50%

	Cultural fit (Operations and experience section)
	20%

	Price
	30%

	Total
	100%






[bookmark: _Ref23757871][bookmark: _Toc24631695]Organisational information and experience
[bookmark: _Toc24631696]Organisational details (for information only)
[bookmark: page15][bookmark: page16][bookmark: page17][bookmark: page18][bookmark: page19][bookmark: page20][bookmark: page21][bookmark: page22][bookmark: page23]You should complete the details below for the organisation that it is proposed would enter into any contract with the Academy.

	Question
	Response

	Name/registered name
	

	Previous names / registered names (if different)
	

	Current trading name
	

	Previous trading names (if different)
	

	Company registration number (if applicable)
	

	Year of registration
	

	Country of registration
	

	Registered office address (if applicable)
	

	Telephone
	

	Fax
	

	Email
	

	Website
	

	Head office DUNS number (if applicable)
	

	Registered VAT number
	

	Details of immediate parent company
- Full name of the immediate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)
(Please enter N/A if not applicable)
	

	Details of ultimate parent company 
- Full name of the ultimate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)
(Please enter N/A if not applicable)
	


[bookmark: _Toc469476793][bookmark: _Toc24631697]Type of Organisation (for information only)

	Private Limited Company
	
	Public Limited Company
	

	Partnership
	
	UK registered branch of overseas company
	

	Other (please specify)


[bookmark: _Toc469476794](tick which type applies)
[bookmark: _Toc24631698]Sub-contractors and consortia (for information only)

List any sub-contractors relevant to this project and their proposed roles. Also set out any aspects of the project where you envisage that the Prospective Supplier will use other as yet unidentified subcontractors. 
Where sub-contractors are key sub-contractors they should be identified as separate organisations and the appropriate sections of this Proposal response should be completed separately for such organisations.
[bookmark: _Toc469476796][bookmark: _Toc24631699]Exclusion grounds
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete this self-declaration 
	Question
	Response (If Yes please provide in the More details sect below )

	Grounds for mandatory exclusion

Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below and listed on the webpage.

	Participation in a criminal organisation
	Yes/No

	Corruption
	Yes/No

	Fraud
	Yes/No

	Terrorist offences or offences linked to terrorist activities
	Yes/No

	Money laundering or terrorist financing
	Yes/No

	Child labour and other forms of trafficking in human beings
	Yes/No

	More details
If you have answered Yes to any of the question above, please provide further details.
Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction, Identity of who has been convicted
If the relevant documentation is available electronically please provide the web address, issuing authority, precise reference of the documents.
	

	If you have answered Yes to any of the points above have measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self-Cleaning)
	Yes/No

	Has it been established, for your organisation by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which the organisation is established (if outside the UK), that the organisation is in breach of obligations related to the payment of tax or social security contributions?
	Yes/No

	More details
If you have answered Yes to the questions above, please provide further details.
Please also confirm you have paid, or have entered into a binding arrangement with a view to paying, the outstanding sum including where applicable any accrued interest and/or fines.
	


Please Note: The Academy reserves the right to use its discretion to exclude a potential supplier where it can demonstrate by any appropriate means that the potential supplier is in breach of its obligations relating to the non-payment of taxes or social security contributions.

	Question
	Response (If Yes please provide in More details below )

	Grounds for discretionary exclusion
The detailed grounds for discretionary exclusion of an organisation are set out on this web page, which should be referred to before completing these questions. Please indicate if, within the past three years, anywhere in the world any of the following situations have applied to you, your organisation or any other person who has powers of representation, decision or control in the organisation

	Breach of environmental obligations?
	Yes/No

	Breach of social obligations?
	Yes/No

	Breach of labour law obligations?
	Yes/No

	Bankrupt or is the subject of insolvency or winding-up proceedings, where the organisation’s assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State?
	Yes/No

	Guilty of grave professional misconduct?
	Yes/No

	Entered into agreements with other economic operators aimed at distorting competition?
	Yes/No

	Aware of any conflict of interest due to the participation in the procurement procedure?
	Yes/No

	Been involved in the preparation of the procurement procedure?
	Yes/No

	The organisation has shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions? 
	Yes/No

	The organisation is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria.
	Yes/No

	The organisation has influenced the decision-making process of the contracting authority to obtain confidential information that may confer upon the organisation undue advantages in the procurement procedure, or to negligently provide misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	Yes/No

	More details
If you have answered Yes to any of the above, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self-Cleaning)
	


[bookmark: _Toc469476803]



[bookmark: _Ref23757906][bookmark: _Toc24631700]Company information

[bookmark: _Toc469476804][bookmark: _Toc24631701]Insurance and cover (for information only)

	Question
	Response

	Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated below.

	Employer’s (Compulsory) Liability Insurance = £5,000,000 
(It is a legal requirement that all companies hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum. Please note this requirement is not applicable to Sole Traders.)
	Yes/No

	Public Liability Insurance = £1,000,000
	Yes/No

	Professional Indemnity Insurance = £1,000,000
	Yes/No

	Will the Parent Company guarantee the contract performance of the Prospective Supplier (if applicable)?

	Yes/No or Not Applicable (enclose undertaking if applicable)


[bookmark: _Toc469476805][bookmark: _Toc24631702]Financial standing (for information only)

	Question
	Response 

	Please provide the name and address of the Prospective Supplier's bank.
	

	Please provide details of the Prospective Supplier's turnover over the last three years.
	

	Please provide a copy of Prospective Supplier's most recent audited accounts (for information only).
	Enclosed (Yes/No)


[bookmark: _Toc469476806][bookmark: _Toc24631703]Operations and experience (scored and for information only)


	Question
	Response

	Please provide the Prospective Supplier organisational structure (for information only).
	Enclosed (Yes/No)

	Recent clients. 
Please provide details of up to three contracts (in the table below), in any combination from either the public or private sector; voluntary, charity or social enterprise (VCSE) that are relevant to our requirement. VCSEs may include samples of grant-funded work. Contracts for supplies or services should have been performed during the past three years. Projects should be listed in order of decreasing value (total lifetime costs).  
Voluntary, community and social enterprise organisations (VCSE) may include samples of grant-funded work. Contracts for supplies or services should have been performed during the past three years. 
Consortia bids should provide relevant examples of where the consortium has delivered similar requirements. If this is not possible (e.g. the consortium is newly formed or a Special Purpose Vehicle is to be created for this contract) then three separate examples should be provided between the principal member(s) of the proposed consortium or Special Purpose Vehicle (three examples are not required from each member). Where the Supplier is a Special Purpose Vehicle, or a managing agent not intending to be the main provider of the supplies or services, the information requested should be provided in respect of the main intended provider(s) or subcontractor(s) who will deliver the contract.
If you cannot provide any examples, in no more than 500 words please provide an explanation for this e.g. your organisation is a new start-up or you have provided services in the past but not under a contract. 
Where you intend to sub-contract a proportion of the contract, please demonstrate how you have previously maintained healthy supply chains with your sub-contractor(s).
The specified clients should have no objections to the Academy contacting them and/or visiting them for this purpose. The named contact provided should be able to provide written evidence to confirm the accuracy of the information provided below.

	

		
	Contract 1
	Contract 2
	Contract 3

	Name of customer organisation
	
	
	

	Point of contact in the organisation
	
	
	

	Position in the organisation
	
	
	

	E-mail address 
	
	
	

	Description of contract
	
	
	

	Contract Start date
	
	
	

	Contract completion date
	
	
	

	Estimated contract value
	
	
	




	Sectoral breakdown.
Please provide an indication of the percentage of your overall business (historical business) in the last three years which is attributable to the following sectors: 
· Public service
· Charities/voluntary sector
· National Health Service (NHS) or healthcare.
	

	What are considered to be the key risks in the execution of the Prospective Supplier's services? (word limit: 500) 
	

	How does the Prospective Supplier manage and minimise the service risks? (word limit: 500)
	

	How does the Prospective Supplier ensure the effectiveness, efficiency and competitiveness of the services provided are delivered and maintained? (word limit: 500)
	

	What innovations or innovative practice might the Prospective Supplier provide to complement the Academy’s requirements (word limit: 500)?
	

	Please give details of any projects for contracts in which the Prospective Supplier has been involved [where there has been a failure to complete the project by the scheduled completion date or] where there have been complaints and/or formal court claims in relation to the project. Include, for each project, the reasons for the [failure or] claim (for information only). 
	

	Provide a statement of any material non-employment related litigation (pending, threatened or determined) or other legal proceedings against the Prospective Supplier within the last three years that may be relevant to your ability to deliver the Requirement (for information only).  
	


[bookmark: _Toc469476807][bookmark: _Toc24631704]Quality assurance (for information only)

	Does the Prospective Supplier have an established and documented Quality system? E.g. under any international, European, British or other quality standards (e.g. BS5750, ISO 25010, ISO 27001 and ISO 9000). 
	Yes/No

	Please state the relevant quality standards, frameworks or system, the date of the award and the renewal period, together with the Certifying Body.
	


[bookmark: _Toc469476808][bookmark: _Toc24631705]Social and Environmental (for information only)

	Question
	Response

	Does your Company have an Environmental policy? 
	Yes/No 

	Does your Company have a Corporate Social Responsibility (CSR) policy? 
	Yes/No 



[bookmark: _Toc469476809][bookmark: _Toc24631706]Human resources (for information only)

	Question
	Response

	Does the Prospective Supplier have a Training policy?
	Yes/No

	Has the Prospective Supplier or Group lost any legal cases arising out of legislation or equal opportunities in the last three years? 
	Yes/No

	Has the Prospective Supplier or Group lost any cases before Industrial Tribunals under employment legislation in the last three years? If yes, please provide details.
	Yes/No



Please note: Copies of any policies/standards listed above will be requested prior to the formal award of Contract.
[bookmark: _Toc469476875][bookmark: _Toc24631707]Innovation
The Academy positively welcomes and encourages innovative ideas provided during the contract period to deliver benefits that can include, but not limited to, cost savings, improved quality, management, efficiencies, environment and sustainability. 
[bookmark: _Toc469476912][bookmark: _Toc24631708]Queries relating to this Request for Proposal
Please note that we can only answer queries relating to the proposal documents and cannot provide any information or help in relation to the content of the Prospective Suppliers submission. Answers to specific queries and advice given will be made available to all Prospective Suppliers. 
You may submit, by no later than four (4) days prior to the closing date any queries that you have relating to this Proposal. Please submit such queries to support@aomrc.org.uk 
Any queries should clearly reference the appropriate paragraph/section in the documentation and, to the extent possible, should be aggregated rather than sent individually.  As far as is reasonably possible, the Academy will respond to all reasonable requests for clarification of any aspect of this Proposal and supporting documents, if made before the above deadline. The Academy will aim to provide its response within two working days and no later than two days prior to the closing date. No queries received after the above deadline will be answered. 
[bookmark: _Toc469476913][bookmark: _Toc24631709]Conditions
In submitting a Response to this Proposal it will be implied that you accept all the provisions of this Proposal including these conditions.
Your Proposal is submitted on the basis that you consent to:
· The Academy carrying out all necessary actions to verify the information that you have provided;  
· The analysis of your Responses (in full or part) being undertaken by a third party commissioned by the Academy for such purposes; and 
· The Academy requesting further information from you as part of this verification process or to clarify any elements of your Response that is unclear. 
The Academy reserves the right to issue the response to any query raised by you to all Prospective Suppliers.   
The information contained in this Proposal and the supporting documents and in any related written or oral communication is believed to be correct at the time of issue but the Academy will not accept any liability for its accuracy, adequacy or completeness and no warranty is given as such.  This exclusion does not extend to any fraudulent misrepresentation made by or on behalf of the Academy.
By issuing this Proposal, the Academy is not bound in any way to enter into any contractual or other arrangement with you or any other party.
It is intended that the remainder of this procurement will take place in accordance with the provisions of this Proposal but the Academy reserves the right to terminate, amend or vary the procurement process by notice to all Prospective Suppliers. The Academy will accept no liability for any losses caused to you as a result of this.
You will not be entitled to claim from the Academy any cost or expenses that you may incur in preparing your Proposal. 
All information supplied to you by the Academy, either in writing or orally, must be treated in confidence and not disclosed to any third party (save to your professional advisers) unless the information is already in the public domain.  
Any attempt by you or your appointed advisers to inappropriately influence the contract award process in any way will result in your Proposal being disqualified. Any direct or indirect canvassing by you or your appointed advisers in relation to this procurement or any attempt to obtain information from any of the employees or agents of the Academy concerning another Prospective Supplier may result in disqualification at the discretion of the Academy.
It is your responsibility to ensure that any consortium member, sub-contractor and adviser abide by these conditions.
[bookmark: _Toc469476915]



[bookmark: _Toc24631710]Declaration and acceptance
I am authorised by the Prospective Supplier (and all relevant associated companies and organisations/sub-contractors) to supply the information given in this Proposal response.
I declare that, at the date of signing this declaration, the information given is complete and accurate to the best of my knowledge having made reasonable enquiries. 
The Academy has our permission to: 
Carry out all necessary actions to verify the information provided; and 
To pass any information provided to a third party commissioned by the Academy for the purposes of evaluating our responses. 
I acknowledge that:
· Any offer, gift or consideration to the Academy employees and members provided as a reward or inducement in relation to the awarding of this contract will give the Academy the right to exclude a Prospective Supplier  from the procurement process; and
· Any price fixing or collusion with other bidders in relation to the project shall give the Academy the right to exclude a Prospective Supplier from the procurement process and may constitute an offence. 
Signed: 			_____________
Name: 			_____________
Position:		[Bid Manager or equivalent]
Organisation:		_____________
Date: 			_____________
Note: The declaration must be signed (as applicable) by an authorised signatory on behalf of the Prospective Supplier (and any associated companies and organisations or sub-contractors). Please return this form with your completed responses. 
[bookmark: _Toc24631711]Checklist of documents to be submitted
· Overall response
· Role descriptions and CVs
· Services response
· Pricing response
· Organisational information and experience (this document)
List of any sub-contractors
Audited accounts
Organisational structure

Copyright © 2019 The Academy of Medical Royal Colleges                	Page 1 of 6


23


Copyright © 2019 The Academy of Medical Royal Colleges                	Page 5 of 6
 

image2.emf
AoMRC_HR_contrac t.pdf


AoMRC_HR_contract.pdf
Document title: AOMRC Consultancy agreement for HR services





DATED

CONSULTANCY AGREEMENT

between

ACADEMY OF MEDICAL ROYAL COLLEGES

and

[CONSULTANT'S NAME]





CONTENTS

CLAUSE

O [ 01 (=1 ¢ o] =] r= Ui [0 o P PP PPPPPPPPPPP 2
2. TermM Of ENQAGEMENT . ... 4
3. DUties and ODlIgatiONS. ... ..cii i e i e e e e e e aaaaaann 4
R TS PP UPPPRTRSPPPIN 8
LT b 1= 1S TSP 8
B.  OtNEI ACHIVILIES ... et e e e e e ettt a e e e e e e e e e eate e e s e e eeeeeeeaennaaaeeeeeeennnes 8
7. Confidential INfOrMALION ......cooiiiiiee e 9
T D= r- W o] (0] (=T e 1 o] o H TP PPPTPPPPP 9
LS T o1 (Y {1 o (U =TI o] (0] o =1 g OSSP 11
10.  Insurance and ability ..........ooevviiiiiiiiiiiiii 13
5 O I = 11 11 = L4 o o [P 13
12.  ODbligations ON tEIMINALION .......eiiiiiiiiiiiiiiii ittt e e e e eeees 14
S T 1= 1 L TSP PP TUPPPPP 15
I N[ o > 15
T = o 11| (=T | (=T=T 0 1T o | PP PP PPPPPPPPPPP 16
ST £ 14 =i [o ] o PP 17
17, COUNTEIPAITS ..ottt e e e ettt et s e e e e et et ee e e e e e e et e e enbbn e e e e e e e ennnnnnn s 17
S T I o110 o F= T VA ¢ [0 | €U RPUPUPTRR 17
(RS R €10 )Y/ ¢ 11 o o = AP P PP PPPPPPPPPPPP 17
P20 BN W4 o [ox 1 o] o TR TTSRRRTTR 17
SCHEDULE

Schedule 1 Y= (o= 18
Schedule 2 Processing, Personal data and Data SUDJECES .............cooeviiiiiiiiieiiiiciiice e, 19

Page 1 of 22





This agreement is dated [DATE]

Parties

(1)

(2)

The Academy of Medical Royal Colleges incorporated and registered in England and
Wales with company number 3166361 whose registered office is at 10 Dallington Street,
London, EC1V 0ODB (Client)

[FULL COMPANY NAME] incorporated and registered in England and Wales with
company number [NUMBER] whose registered office is at [REGISTERED OFFICE
ADDRESS] (Consultant)

Agreed terms

1.

11

Interpretation

The following definitions and rules of interpretation apply in this agreement (unless the
context requires otherwise).

Definitions:

Board: the board of directors of the Client (including any committee of the board duly
appointed by it).

Business of the Client: The Academy of Medical Royal Colleges is the coordinating
body for the UK and Ireland’s 24 medical Royal Colleges and Faculties. We ensure that
patients are safely and properly cared for by setting standards for the way doctors are
educated, trained and monitored throughout their careers.

Business Opportunities: any opportunities which the Consultant becomes aware of
during the Engagement which relate to the Business of the Client or which the Board
reasonably considers might be of benefit to the Client.

Business Day: a day, other than a Saturday, Sunday or public holiday in England, when
banks in London are open for business.

Capacity: as agent, consultant, director, employee, owner, partner, shareholder or in
any other capacity.

Commencement Date: [DATE OF COMMENCEMENT OF ENGAGEMENT]

Client Property: all documents, books, manuals, materials, records, correspondence,
papers and information (on whatever media and wherever located) relating to the
Business or affairs of the Client or its customers and business contacts, and any
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equipment, keys, hardware or software provided for the Consultant's use by the Client
during the Engagement, and any data or documents (including copies) produced,
maintained or stored by the Consultant on the Client or the Consultant's computer
systems or other electronic equipment during the Engagement.

Confidential Information: information in whatever form (including without limitation, in
written, oral, visual or electronic form or on any magnetic or optical disk or memory and
wherever located) relating to the business, customers, products, affairs and finances of
the Client for the time being confidential to the Client and trade secrets including, without
limitation, technical data and know-how relating to the Business of the Client or any of its
suppliers, customers, agents, distributors, shareholders, management or business
contacts, including in particular (by way of illustration only and without limitation) salary
data and staff records and including (but not limited to) information that the Consultant
creates, develops, receives or obtains in connection with his Engagement, whether or
not such information (if in anything other than oral form) is marked confidential.

Data Protection Legislation: the UK Data Protection Legislation and (for so long as
and to the extent that the law of the European Union has legal effect in the UK) the
General Data Protection Regulation ((EU) 2016/679) and any other directly applicable
European Union regulation relating to privacy.

Engagement: the engagement of the Consultant by the Client on the terms of this
agreement.

Insurance Policies: professional indemnity insurance cover, employer's liability
insurance cover and public liability insurance cover.

Intellectual Property Rights: patents, rights to Inventions, copyright and related rights,
trademarks, business names and domain names, rights in get-up, goodwill and the right
to sue for passing off, rights in designs, database rights, rights to use, and protect the
confidentiality of, confidential information (including know-how and trade secrets) and all
other intellectual property rights, in each case whether registered or unregistered and
including all applications and rights to apply for and be granted, renewals or extensions
of, and rights to claim priority from, such rights and all similar or equivalent rights or
forms of protection which subsist or will subsist now or in the future in any part of the
world.

Invention: any invention, idea, discovery, development, improvement or innovation
made by the Consultant in the provision of the Services, whether or not patentable or
capable of registration, and whether or not recorded in any medium.

Services: the services provided by the Consultant in a consultancy capacity for the
Client as more particularly described in Schedule 1.

Termination Date: the date of termination of this agreement, howsoever arising.
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1.2

1.3

14

15

1.6

2.1

2.2

3.1

UK Data Protection Legislation: any data protection legislation from time to time in
force in the UK including the Data Protection Act 2018 or any successor legislation.

Works: all records, reports, documents, papers, drawings, designs, transparencies,
photos, graphics, logos, typographical arrangements, software, and all other materials in
whatever form, including but not limited to hard copy and electronic form, prepared by
the Consultant in the provision of the Services.

The headings in this agreement are inserted for convenience only and shall not affect its
construction.

A reference to a particular law is a reference to it as it is in force for the time being taking
account of any amendment, extension, or re-enactment and includes any subordinate
legislation for the time being in force made under it.

Unless the context otherwise requires, a reference to one gender shall include a
reference to the other genders.

Unless the context otherwise requires, words in the singular shall include the plural and
in the plural shall include the singular.

The Schedules form part of this agreement and shall have effect as if set out in full in the
body of this agreement. Any reference to this agreement includes the Schedules.

Term of engagement

The Client shall engage the Consultant and the Consultant shall provide the Services on
the terms of this agreement.

The Engagement shall commence on the Commencement Date and shall continue until
the Termination Date <insert> unless terminated:
(@) as provided by the terms of this agreement; or

(b) by either party giving to the other not less than 12 weeks' prior written notice.

Duties and obligations

During the Engagement the Consultant shall:

(@) provide the Services with all due care, skill and ability and use his best
endeavours to promote the interests of the Client;

(b) unless prevented by ill health or accident, devote at least [NUMBER] [hours OR
days] in each calendar month to the carrying out of the Services together with
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3.2

3.3

3.4

3.5

3.6

3.7

such additional time if any as may be necessary for their proper performance;
and

(c) promptly give to the Board all such information and reports as it may reasonably
require in connection with matters relating to the provision of the Services or the
Business of the Client.

If the Consultant is unable to provide the Services due to illness or injury, he shall advise
the Client of that fact as soon as reasonably practicable. For the avoidance of doubt, no
fee shall be payable in accordance with clause 4 in respect of any period during which
the Services are not provided.

The Consultant may, with the prior written approval of the Client and subject to the
following proviso, appoint a suitably qualified and skilled Substitute to perform the
Services on his behalf, provided that the Substitute shall be required to enter into direct
undertakings with the Client, including with regard to confidentiality. If the Client accepts
the Substitute, the Consultant shall continue to invoice the Client in accordance with
clause 4 and shall be responsible for the remuneration of the Substitute. For the
avoidance of doubt, the Consultant will continue to be subject to all duties and
obligations under this agreement for the duration of the appointment of the Substitute.

If a Substitute is appointed, the provisions relating to sub-processor obligations under
clause 8 will apply.

The Consultant shall use reasonable endeavours to ensure that he is available at all
times on reasonable notice to provide such assistance or information as the Client may
require.

Unless he has been specifically authorised to do so by the Client in writing, the
Consultant shall not:

(@) have any authority to incur any expenditure in the name of or for the account of
the Client; or

(b) hold himself out as having authority to bind the Client.
The Consultant shall comply with all reasonable standards of safety and comply with the
Client's health and safety procedures from time to time in force at the premises where

the Services are provided and report to the Client any unsafe working conditions or
practices.
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3.8

3.9

3.10

3.11

The Consultant shall comply with the Client's policies on [social media] [use of
information and communication systems] [anti-harassment and bullying] [dress code]
[OTHER RELEVANT POLICY].

The Consultant undertakes to the Client that during the Engagement he shall take all
reasonable steps to offer (or cause to be offered) to the Client any Business
Opportunities as soon as practicable after the same shall have come to his knowledge
and in any event before the same shall have been offered by the Consultant (or caused
by the Consultant to be offered) to any other party provided that nothing in this clause
shall require the Consultant to disclose any Business Opportunities to the Client if to do
so would result in a breach by the Consultant of any obligation of confidentiality or of any
fiduciary duty owed by the Consultant to any third party.

The Consultant may use a third party to perform any administrative, clerical or
secretarial functions which are reasonably incidental to the provision of the Services
provided that:

(@) the Client will not be liable to bear the cost of such functions; and

(b) at the Client's request the third party shall be required to enter into direct
undertakings with the Client, including with regard to confidentiality.

The Consultant shall:

(@) comply with all applicable laws, regulations[, codes] and sanctions relating to
anti-bribery and anti-corruption including but not limited to the Bribery Act 2010
(Relevant Requirements);

(b) not engage in any activity, practice or conduct which would constitute an
offence under sections 1, 2 or 6 of the Bribery Act 2010 if such activity, practice
or conduct had been carried out in the UK;

(d) promptly report to the Client any request or demand for any undue financial or
other advantage of any kind received by the Consultant in connection with the
performance of this agreement;

(e) ensure that all persons associated with the Consultant or other persons who are
performing services in connection with this agreement comply with this clause
3.11; and
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(f)

within One month of the date of this agreement, and annually thereafter, certify
to the Client in writing, his compliance with this clause 3.11. The Consultant
shall provide such supporting evidence of compliance as the Client may
reasonably request.

3.12 Failure to comply with clause 3.11 may result in the immediate termination of this
agreement.

3.13 The Consultant shall:

(@)

not engage in any activity, practice or conduct which would constitute either:

() a UK tax evasion facilitation offence under section 45(1) of the Criminal
Finances Act 2017; or

(i) a foreign tax evasion facilitation offence under section 46(1) of the
Criminal Finances Act 2017;

(€)

(d)

(e)

promptly report to the Client any request or demand from a third party to
facilitate the evasion of tax within the meaning of Part 3 of the Criminal
Finances Act 2017 or any suspected tax evasion offences or facilitation of tax
evasion offences, whether under UK law or under the law of any foreign
country, in connection with the performance of this agreement;

ensure that all persons associated with the Consultant or other persons who are
performing services in connection with this agreement comply with this clause
3.13; and

within One month of the date of this agreement, and annually thereafter, certify
to the Client in writing compliance with this clause 3.13 by the Consultant and all
persons associated with the Consultant or other persons who are performing
services in connection with this agreement. The Consultant shall provide such
supporting evidence of compliance as the Client may reasonably request.

3.14 Failure to comply with clause 3.13 may result in the immediate termination of this
agreement.
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4.1

4.2

4.3

4.4

5.1

Fees

The Client shall pay the Consultant a fee as agreed in schedule 1 exclusive of VAT. On
the last working day of each month (unless work had been undertaken during this
period) during the Engagement the Consultant shall submit to the Client an invoice
which gives details of the hours the Consultant [or any Substitute] has worked during the
month, the specific Services provided and the amount of the fee payable (plus VAT, if
applicable) for the Services during that month.

In consideration of the provision of the Services during the Engagement, the Client shall
pay each invoice submitted by the Consultant in accordance with clause 4.1 within 30
days of receipt.

The Client shall be entitled to deduct from the fees (and any other sums) due to the
Consultant any sums that the Consultant may owe to the Client at any time.

Payment in full or in part of the fees claimed under clause 4 or any expenses claimed
under clause 5 shall be without prejudice to any claims or rights of the Client against the
Consultant in respect of the provision of the Services.

Expenses

The Client shall reimburse all reasonable expenses properly and necessarily incurred by
the Consultant in the course of the Engagement, subject to production of receipts or
other appropriate evidence of payment and with regard the Consultant’s espense policy
detailed in schedule 1.

Other activities

Nothing in this agreement shall prevent the Consultant from being engaged, concerned
or having any financial interest in any Capacity in any other business, trade, profession
or occupation during the Engagement provided that:

(@) such activity does not cause a breach of any of the Consultant's obligations
under this agreement;

(b) the Consultant shall not engage in any such activity if it relates to a business
which is similar to or in any way competitive with the Business of the Client
without the prior written consent of the Client; and

(c) the Consultant shall give priority to the provision of the Services to the Client
over any other business activities undertaken by the Consultant during the
course of the Engagement.
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7.1

7.2

7.3

8.1

8.2

8.3

8.4

8.5

Confidential information

The Consultant acknowledges that in the course of the Engagement he will have access
to Confidential Information. The Consultant has therefore agreed to accept the
restrictions in this clause 7.

The Consultant shall not (except in the proper course of his duties), either during the
Engagement or at any time after the Termination Date, use or disclose to any third party
(and shall use his best endeavours to prevent the publication or disclosure of) any
Confidential Information. This restriction does not apply to:

(@) any use or disclosure authorised by the Client or required by law; or

(b) any information which is already in, or comes into, the public domain otherwise
than through the Consultant's unauthorised disclosure.

At any stage during the Engagement, the Consultant will promptly on request return all
and any Client Property in his possession to the Client.

Data protection

The Client will collect and process information relating to the Consultant in accordance
with the privacy notice which is annexed to this Agreement.

The Consultant and the Client acknowledge that for the purposes of the Data Protection
Legislation, the Client is the data controller and the Consultant is the data processor.

The Consultant and the Client will comply with the Data Protection Legislation.

Schedule [2] sets out the scope, nature and purpose of the processing by the
Consultant, the duration of the processing and the types of personal data (as defined in
the Data Protection Legislation (Personal Data)) and categories of data subject.

The Consultant shall, in relation to any Personal Data processed in connection with the
Engagement:

(&) Process that Personal Data only on written instructions of the Client.

(b) Keep the Personal Data confidential.

¢} Comply with the Client's Data protection policy] {dataretention-guidelinesHHST
OFHERPOLICIESE

(d) Comply with the Client's reasonable instructions with respect to processing
Personal Data.
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8.6

8.7

(e) Not transfer any Personal Data outside of the European Economic Area without
the Client's prior written consent.

()  Assist the Client, at the Client's cost, in responding to any data subject access
request and to ensure compliance with its obligations under the Data Protection
Legislation with respect to security, breach notifications, privacy impact
assessments and consultations with supervisory authorities or regulators.

(@) Notify the Client without undue delay on becoming aware of a Personal Data
breach or communication which relates to the Client's or Consultant's
compliance with the Data Protection Legislation.

(h) At the written request of the Client, delete or return Personal Data and any
copies thereof to the Client on termination of the Engagement unless required
by the Data Protection Legislation to store the Personal Data.

() Maintain complete and accurate records and information to demonstrate
compliance with this clause (clause 8) and allow for audits by the Client or the
Client's designated auditor.

The Consultant shall ensure that he has in place appropriate technical or organisational
measures, reviewed and approved by the Client, to protect against unauthorised or
unlawful processing of Personal Data and against accidental loss or destruction of, or
damage to, Personal Data, appropriate to the harm that might result from the
unauthorised or unlawful processing or accidental loss, destruction or damage and the
nature of the data to be protected, having regard to the state of technological
development and the cost of implementing any measures. Such measures may include,
where appropriate:

(@) pseudonymising and encrypting Personal Data.

(b) ensuring confidentiality, integrity, availability and resilience of its systems and
services

(c) ensuring that availability of and access to Personal Data can be restored in a
timely manner after an incident

(d) regularly assessing and evaluating the effectiveness of the technical and
organisational measures adopted by it.

The Client does not agree to the Consultant appointing any third-party processor of
Personal Data under thls agreement GR—The—G#ent—agFees—that—any%ubsmene—appemted
. The
Consultant conflrms that it will enter into a written agreement, which incorporates terms
which are substantially similar to those set out in this clause 8.7, with the Substitute. The
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8.8

9.1

9.2

9.3

Consultant shall remain fully liable for all acts or omissions of any third-party processor
appointed by it pursuant to this clause 8.7.

The Consultant shall have personal liability for and shall indemnify the Client for any
loss, liability, costs (including legal costs), damages, or expenses resulting from any
breach by the Consultant [or a Substitute engaged by the Consultant] of the Data
Protection Legislation and shall maintain in force full and comprehensive Insurance
Policies.

Intellectual property

The Consultant hereby assigns to the Client all existing and future Intellectual Property
Rights in the Works and the Inventions and all materials embodying these rights to the
fullest extent permitted by law. Insofar as they do not vest automatically by operation of
law or under this agreement, the Consultant holds legal title in these rights and
inventions on trust for the Client.

The Consultant undertakes:

(&) to notify to the Client in writing full details of any Inventions promptly on their
creation;

(b) to keep details of all Inventions confidential;

(c) whenever requested to do so by the Client and in any event on the termination
of the Engagement, promptly to deliver to the Client all correspondence,
documents, papers and records on all media (and all copies or abstracts of
them), recording or relating to any part of the Works and the process of their
creation which are in his possession, custody or power;

(d) not to register nor attempt to register any of the Intellectual Property Rights in
the Works, nor any of the Inventions, unless requested to do so by the Client;
and

(e) to do all acts necessary to confirm that absolute title in all Intellectual Property
Rights in the Works and the Inventions has passed, or will pass, to the Client.

The Consultant warrants to the Client that:

(@) he has not given and will not give permission to any third party to use any of the
Works or the Inventions, nor any of the Intellectual Property Rights in the
Works;

(b) he is unaware of any use by any third party of any of the Works or Intellectual
Property Rights in the Works; and
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9.4

9.5

9.6

9.7

9.8

(c) the use of the Works or the Intellectual Property Rights in the Works by the
Client will not infringe the rights of any third party.

The Consultant agrees to indemnify the Client and keep it indemnified at all times
against all or any costs, claims, damages or expenses incurred by the Client, or for
which the Client may become liable, with respect to any intellectual property
infringement claim or other claim relating to the Works or Inventions supplied by the
Consultant to the Client during the course of providing the Services. The Consultant
shall maintain adequate liability insurance coverage and ensure that the Client's interest
is noted on the policy, and shall supply a copy of the policy to the Client on request. The
Client may at its option satisfy this indemnity (in whole or in part) by way of deduction
from any payments due to the Consultant.

The Consultant waives any moral rights in the Works to which he is now or may at any
future time be entitled under Chapter IV of the Copyright Designs and Patents Act 1988
or any similar provisions of law in any jurisdiction, including (but without limitation) the
right to be identified, the right of integrity and the right against false attribution, and
agrees not to institute, support, maintain or permit any action or claim to the effect that
any treatment, exploitation or use of such Works or other materials infringes the
Consultant's moral rights.

The Consultant acknowledges that, except as provided by law, no further fees or
compensation other than those provided for in this agreement are due or may become
due to the Consultant in respect of the performance of his obligations under this clause
9.

The Consultant undertakes, at the expense of the Client, at any time either during or
after the Engagement, to execute all documents, make all applications, give all
assistance and do all acts and things as may, in the opinion of the Client, be necessary
or desirable to vest the Intellectual Property Rights in, and to register them in, the name
of the Client and to defend the Client against claims that works embodying Intellectual
Property Rights or Inventions infringe third party rights, and otherwise to protect and
maintain the Intellectual Property Rights in the Works and the Inventions.

The Consultant irrevocably appoints the Client to be his attorney in his name and on his
behalf to execute documents, use the Consultant's name and do all things which are
necessary or desirable for the Client to obtain for itself or its nominee the full benefit of
this clause.
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10.

10.1

10.2

10.3

10.4

10.5

11.

111

Insurance and liability

The Consultant shall have personal liability for and shall indemnify the Client for any
loss, liability, costs (including reasonable legal costs), damages or expenses arising from
any breach by the Consultant or a Substitute engaged by the Consultant of the terms of
this agreement including any negligent or reckless act, omission or default in] the
provision of the Services and shall accordingly maintain in force during the Engagement
full and comprehensive Insurance Policies.

The Consultant shall ensure that the Insurance Policies are taken out with reputable
insurers acceptable to the Client and that the level of cover and other terms of insurance
are acceptable to and agreed by the Client.

The Consultant shall on request supply to the Client copies of such Insurance Policies
and evidence that the relevant premiums have been paid.

The Consultant shall notify the insurers of the Client's interest and shall cause the
interest to be noted on the Insurance Policies [together with a provision to the effect that,
if any claim is brought or made by the Client against the Consultant in respect of which
the Consultant would be entitled to receive indemnity under any of the Insurance
Policies, the relevant insurer will indemnify the Client directly against such claim and any
charges, costs and expenses in respect of such claim. If the relevant insurer does not so
indemnify the Client, the Consultant shall use all insurance monies received by him to
indemnify the Client in respect of any claim and shall make good any deficiency from his
own resources]

The Consultant shall comply with all terms and conditions of the Insurance Policies at all
times. If cover under the Insurance Policies shall lapse or not be renewed or be changed
in any material way or if the Consultant is aware of any reason why the cover under the
Insurance Policies may lapse or not be renewed or be changed in any material way, the
Consultant shall notify the Client without delay.

Termination

Notwithstanding the provisions of clause 2.2, the Client may terminate the Engagement
with immediate effect with no liability to make any further payment to the Consultant
(other than in respect of amounts accrued before the Termination Date) if at any time the
Consultant:

(@) commits any gross misconduct affecting the Business of the Client;

Page 13 of 22





11.2

12.

(b)

(c)

(d)

(€)

(f)

(9)

(h)

()

commits any serious or repeated breach or non-observance of any of the
provisions of this agreement or refuses or neglects to comply with any
reasonable and lawful directions of the Client;

is convicted of any criminal offence (other than an offence under any road traffic
legislation in the United Kingdom or elsewhere for which a fine or non-custodial
penalty is imposed);

is in the reasonable opinion of the Board negligent or incompetent in the
performance of the Services;

is declared bankrupt or makes any arrangement with or for the benefit of his
creditors or has a county court administration order made against him under the
County Court Act 1984;

dies or is incapacitated (including by reason of illness or accident) from
providing the Services for an aggregate period of [NUMBER] days in any [52-
week] consecutive period;

commits any fraud or dishonesty or acts in any manner which in the opinion of
the Client brings or is likely to bring the Consultant or the Client into disrepute or
is materially adverse to the interests of the Client;

commits any breach of the Client's policies and procedures;
commits any offence under the Bribery Act 2010; or

commits a UK tax evasion facilitation offence under section 45(1) of the Criminal
Finances Act 2017 or a foreign tax evasion facilitation offence under section
46(1) of the Criminal Finances Act 2017.

The rights of the Client under clause 11.1 are without prejudice to any other rights that it
might have at law to terminate the Engagement or to accept any breach of this
agreement on the part of the Consultant as having brought the agreement to an end.
Any delay by the Client in exercising its rights to terminate shall not constitute a waiver
of these rights.

Obligations on termination

On the Termination Date the Consultant shall:

(@)

(b)

immediately deliver to the Client all Client Property and original Confidential
Information in his possession or under his control,

subject to the Client's data retention guidelines, irretrievably delete any
information relating to the Business of the Client stored on any magnetic or
optical disk or memory and all matter derived from such sources which is in his
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13.

13.1

13.2

(c)

Status

possession or under his control outside the premises of the Client. This
obligation includes requiring any Substitute to delete such data where
applicable. For the avoidance of doubt, the contact details of business contacts
made during the Engagement are regarded as Confidential Information, and as
such, must be deleted from personal social or professional networking
accounts; and

provide a signed statement that he has complied fully with his obligations under
this clause 12, together with such evidence of compliance as the Client may
reasonably request.

The relationship of the Consultant to the Client will be that of independent contractor and
nothing in this agreement shall render him an employee, worker, agent or partner of the
Client and the Consultant shall not hold himself out as such.

This agreement constitutes a contract for the provision of services and not a contract of
employment and accordingly the Consultant shall be fully responsible for and shall
indemnify the Client for and in respect of:

(@)

(b)

any income tax, National Insurance and social security contributions and any
other liability, deduction, contribution, assessment or claim arising from or made
in connection with the performance of the Services, where the recovery is not
prohibited by law. The Consultant shall further indemnify the Client against all
reasonable costs, expenses and any penalty, fine or interest incurred or payable
by the Client in connection with or in consequence of any such liability,
deduction, contribution, assessment or claim other than where the latter arise
out of the Client's negligence or wilful default; and

any liability arising from any employment-related claim or any claim based on
worker status (including reasonable costs and expenses) brought by the
Consultant or any Substitute against the Client arising out of or in connection
with the provision of the Services, except where such claim is as a result of any
act or omission of the Client.

13.3 The Client may at its option satisfy such indemnity (in whole or in part) by way of
deduction from any payments due to the Consultant.

14.

14.1

Notices

Any notice or other communication given to a party under or in connection with this
agreement shall be in writing and shall be:
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14.2

14.3

14.4

14.5

15.

15.1

15.2

15.3

(@) delivered by hand or by pre-paid first-class post or other next working day
delivery service at the address given in this agreement or as otherwise notified
in writing to the other party; or

(b) sent by email to its main email number.

Unless proven otherwise, any notice or communication shall be deemed to have been
received:

(a) if delivered by hand, at the time the notice is left at the address given in this
agreement or given to the addressee and

(b) if sent by pre-paid first-class post or other next working day delivery service, at
9.00 am on the second Business Day after posting or at the time recorded by
the delivery service; and

(c) if sent by email, at the time of transmission.

If deemed receipt under clause 14.2 would occur outside business hours in the place of
receipt, it shall be deferred until business hours resume. In this clause 14.3, business
hours means 9.00am to 5.00pm Monday to Friday on a day that is not a public holiday in
the place of receipt.

This clause does not apply to the service of any proceedings or other documents in any
legal action or, where applicable, any other method of dispute resolution.

A notice given under this agreement is not valid if sent by email.

Entire agreement

This agreement constitutes the entire agreement between the parties and supersedes
and extinguishes all previous agreements, promises, assurances, warranties,
representations and understandings between them, whether written or oral, relating to its
subject matter.

Each party acknowledges that in entering into this agreement it does not rely on, and
shall have no remedies in respect of, any statement, representation, assurance or

warranty (whether made innocently or negligently) that is not set out in this agreement.

Each party agrees that it shall have no claim for innocent or negligent misrepresentation
or negligent misstatement based on any statement in this agreement.
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16.

17.

18.

18.1

18.2

19.

20.

Variation

No variation of this agreement or of any of the documents referred to in it shall be
effective unless it is in writing and signed by the parties (or their authorised
representatives).

Counterparts

This agreement may be executed in any number of counterparts, each of which, when
executed and delivered, shall constitute a duplicate original, but all the counterparts shall
together constitute the one agreement.

Third party rights

Except as expressly provided elsewhere in this agreement, a person who is not a party
to this agreement shall not have any rights under the Contracts (Rights of Third Parties)
Act 1999 to enforce any term of this agreement.

The rights of the parties to terminate, rescind or agree any variation, waiver or
settlement under this agreement are not subject to the consent of any other person.

Governing law

This agreement and any dispute or claim arising out of or in connection with it or its
subject matter or formation (including non-contractual disputes or claims) shall be
governed by and construed in accordance with the law of England and Wales.

Jurisdiction

Each party irrevocably agrees that the courts of England and Wales shall have exclusive
jurisdiction to settle any dispute or claim arising out of or in connection with this
agreement or its subject matter or formation (including non-contractual disputes or
claims).

This document has been executed as a deed and is delivered and takes effect on the date
stated at the beginning of it.
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Schedule 1 Services

[INCLUDE THE FOLLOWING MATTERS:
e DETAILS OF THE WORK TO BE CARRIED OUT

e THE LOCATION(S) WHERE THE SERVICES ARE TO BE PERFORMED
¢ REPORTING PROCEDURE

e ANY MILESTONES FOR COMPLETION OF PARTICULAR PROJECTS]
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Schedule 2 Processing, Personal data and Data subjects
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Executed as a deed by
[NAME OF CLIENT]

acting by [NAME
OF FIRST DIRECTOR], a
director and [NAME OF
SECOND
DIRECTOR/SECRETARY], [a
director OR its secretary]

OR

Executed as a deed by
[NAME OF CLIENT]

acting by [NAME
OF DIRECTOR] a director, in
the presence of:

[SIGNATURE OF WITNESS]

[INAME, ADDRESS [AND
OCCUPATION] OF
WITNESS]

Signed as a deed by [NAME
OF CONSULTANT] in the
presence of:

[SIGNATURE OF WITNESS]

[INAME, ADDRESS [AND
OCCUPATION] OF
WITNESS]

Page 20 of 22

[SIGNATURE OF FIRST
DIRECTOR]

Director

[SIGNATURE OF SECOND
DIRECTOR OR
SECRETARY]

[Director OR Secretary]

[SIGNATURE OF
DIRECTOR]

Director

[SIGNATURE OF Consultant]
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AoMRC_HR_services.xlsx
HR services

		Theme		Topic		Response		Word count

		HR		Absence management		Example: Lorem ipsum dolor sit amet, vel te quodsi aliquip iuvaret. Reque aperiam cu eam. Aliquip suavitate mel cu, postea eirmod vocibus eu vix, dicit facilisis philosophia ne vim. Pro te quodsi reprimique. Ut quis propriae periculis mea.		38

		HR		Organisational strategy				1

		HR		Administration				1

		HR		Advice				1

		HR		Employee relations				1

		HR		Employment policy documentation				1

		HR		Equality and diversity				1

		HR		Grievance				1

		HR		HR projects				1

		HR		Maternity/paternity				1

		HR		Mediation				1

		HR		Policy and procedure design				1

		HR		Professional HR advice				1

		HR		Staff development and training				1

		HR		Support on panels				1

		HR		Termination of employment				1

		Occupational health		Occupational health				1

		Payroll		Terms and conditions				1

		Recruitment		Advertising				1

		Recruitment		Agency for temporary staff				1

		Recruitment		Recruitment administration				1

		Recruitment		Recruitment and selection				1

		Recruitment		Recruitment Interviews				1
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AoMRC_HR_pricing.xlsx
HR pricing

		Theme		Topic 		Proppsed staff role type		Price per unit (excl. VAT)		Time or other unit		Min. number of unitss		Cost		Notes

		Example		Training		Junior trainor		£20.00		Hour		7.00		£140.00

		HR		Absence management				£0.00		Hour		1.00		£0.00

		HR		Administration				£0.00		Hour		1.00		£0.00

		HR		Advice to staff				£0.00		Hour		1.00		£0.00

		HR		Employee relations				£0.00		Hour		1.00		£0.00

		HR		Employment policy documentation				£0.00		Hour		1.00		£0.00

		HR		Grievance				£0.00		Hour		1.00		£0.00

		HR		Maternity/paternity				£0.00		Hour		1.00		£0.00

		HR		Mediation				£0.00		Hour		1.00		£0.00

		HR		Policy and procedure design				£0.00		Hour		1.00		£0.00

		HR		Support on panels				£0.00		Hour		1.00		£0.00

		HR		Termination of employment				£0.00		Hour		1.00		£0.00

		Payroll		Payroll terms and conditions				£0.00		Hour		1.00		£0.00

		Recruitment		Advertising				£0.00		Campaign		1.00		£0.00

		Recruitment		Recruitment administration				£0.00		Hour		1.00		£0.00

		Recruitment		Recruitment and selection				£0.00		Hour		1.00		£0.00

		Recruitment		Recruitment interviews				£0.00		Hour		1.00		£0.00

		Note: 		1. Specify time prices in hours even if assumed to be per day or half day

				2. The default minimum number of units is 1.0
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